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THE NEW UNDERWOOD 150 
NOW COMES IN 5 LOVELY COLORS! 


COLOR STYLED BY LURELLE GUILD 


from Underwood—the typewriter 
designed to keep your hands lovely! 


Underwood’s Red, the brilliant new nail polish, stays on and on. 
And it’s free to secretaries and other lady executives from the makers 
of the Underwood 150—the typewriter especially designed to keep your hands 


lovely to look at, lovely to touch. 


Your fingernails never even touch the keys with the Underwood 150’s 
exclusive half-moon keys—and that means no more broken 
fingernails or chipped nail polish! Rough, widened fingertips from 
punching stubborn typewriter keys are a thing of the past, too— 
Underwood’s exclusive touch tuning is kitten-soft, gives you 28 


easy-to-set variations! 


Phone your Underwood office (the number is in the Yellow Pages) 
and ask the Typewriter Division Representative for your free nail polish 
—or just type us a note on your office stationery. 
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Vereen 





One Park Avenue, New York 16, N. Y. 
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MERIDIAN EVR-FLAT CARBONS 


MAnrFoLp Suppites Co. 
19 Rector St. New York 6, N. Y. 


Photo posed for by 
instructors of Fred Astaire 





when . . . ridiculous as it might seem, she 
uttered a fervent “thank you" intended NOT 
for her dancing partner . . . but for that 

pleasant Panama-Beaver man. 


Panama-Beaver men don't ordinarily look for 
thanks but they get plenty of them anyway. The 
gal doing the Mambo was simply overwhelmed 
with gratitude. Panama-Beaver Carbon Paper 
lightened her typing chores as much as 50% 
by producing sharper, more legible copies, 
plus the fact it permitted the cleanest erasures, 
stopped carbon smudge and streaking. Doing 
the Mambo she NEEDED that extra energy. 


Perhaps you don't dance. Yes or No, you'll feel 


better, work better when you use Panama-Beaver 
Carbon Paper. Have the Panama-Beaver man show 


you with the dramatic “Split Comparison" test . . . why 


your present Carbon saps your energy. 


And while he’s there he’ll give you a 


EYE-SAVER UNIMASTERS 


r— Mail Coupon NOW! - - — = 


certificate for 2 FREE half hour Dancing Lessons 
at your nearest FRED ASTAIRE DANCE STUDIO. 














fs | 
MANIFOLD SUPPLIES CO. I 
19 Rector Street, New York 6, N. Y. } 
1 want to see the Panama-Beaver ‘‘Split Comparison | 
/ Test’’ at no obligation and at the same time receive 

Ad my gift certificate for 2 FREE half hour lessons at | 

my nearest Fred Astaire Dance Studio. 
Name. i 
pe 1 

City. 

State. Phone. i 








LUSTRA COLORFUL INKED RIBBONS. 








THE NATIONAL SECRETARIES ASSOCIATION 
(INTERNATIONAL ) 


25 East 12th Street 
Kansas City 6, Missouri 


INTERNATIONAL OFFICERS 
President—Miss Cassandra D. Waterman 
132 - 68th Street 
Niagara Falls, New York 


Northwestern Vice President— 
Miss Martha Rosamond 
W. 607 - 16th Avenue 

Spokane 41, Washington 


Northeastern Vice President— 
Miss Clare H. Jennings 
5146 Berenice Avenue 

Chicago 41, Illinois 


Southeastern Vice President— 
Mrs. Jeanelle B. Walker 
P.O. Box 1013 


Chattanooga 11, Tennessee 


Southwestern Vice President— 
Mrs. Eleanor Lavelle 
4011 - 13th Street 


Port Arthur, Texas 


Secretary—Miss Margaret Treanor 
1405 W. Michigan 
Lansing 15, Michigan 


Treasurer—Miss Helen A. Moe 
321 Locust Street 


Des Moines 9, Iowa 


Executive Secretary—Miss Helen J. Boyle 
25 East 12th Street 
Kansas City 6, Missouri 


Editor—Miss Gerardine C. Hill 
304 Wood Street 


Pittsburgh 22, Pennsylvania 


Four 











SECRETARY * 


Vol. 15 
No. 10 


OCTOBER, 1955 


NSA NEWS AND REPORTS 


How Firm a Foundation ....... se Cees: 6 
Cassandra D. Waterman 


Certified Professional Secretary..........c1cccccucsssusssuseussnninneinneen 10 
Dr. Ruth I. Anderson 


Alice Huntley in Wonderlannd .0.00.0.0.0.0.0..cccccssonscnsnnenenen 19 
Alice Huntley 

The National Nominating Committee 23 
Marguerite Chess, Chairman 

News from the Four Corners of the NSA............... patna. 24 

REE INC OE ae TCO Ree TRO . $0 

ARTICLES 

I a ae a 
Loraine Johnson 

EET LIL MEE ETRE EO TRI OT ER IE 12 
Mae Rapport 

How to Choose Office Stationery . . . Correct y......cccccccsnsssnmesnesnsn 14 
Jack Abrahams 

IU ph a 2a acing cnt slsalsae 16 

FEATURES 

Better Letters................ Rretenctieratuias iro agentn eee aiea a REGRe EOIN SOE 
Athene Heatley 

Accounting, Simplified for the Busy Secretary ...00000.0..cccccccsssneme 18 
Walter R. Strothman, CPA 

nN ROMOG WERE 2 ba sare Sacto Fuusca cima tte aaa ee att erie ce 

I PRN NI nesses slalaomnce taal ge 22 





Publication Office: Reuter & Bragdon, Inc., One Gateway Center, Pittsburgh 22, Pennsylvania. 
Telephone: ATlantic 1-8290. Business Staff: Henry F. Reuter, Publisher; Dale J. Claypool, 
Managing Editor and Advertising Manager; Russell W. Link, Production Manager; John 
Clouston, Staff Artist; Thelma J. Rhodes, Accounting Dept.; Carolyn Dorn, Circulation Mar. 


Eastern Advertising Representative: McDermott-Volckmann Co., 205 E. 42nd Street, New York 
» N. Y. Murray Hill 4-4250. 


Western Advertising Representative: W. R. Brand, Brand and Brand, 1052 West Sixth Street, 
Los Angeles 17, California. Madison 6-1371. 


THE SECRETARY is the official publication of The National Secretaries Association (Internation- 


al). It is published monthly by Reuter & Bragdon, Inc. Second class mail privileges authorized 
at Pittsburgh, Pennsylvania. Subscription Price: One Year $3. Price per single copy, 25c. 


The Secretary—October 1955 





_ HOW ROVIYPE HELPS YOU GET THE 
MOST OUT OF A TYPEWRITER 


No typewriter can give you the sharp “write” it was built to 
deliver unless it has the proper ribbon. 

Nor can it deliver easy-to-read, no-smudge carbons, if the 
carbon paper is not made by experts. 

On both counts, Roytype can help you. 
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ROYTYPE 
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Why Park Avenue® silk ribbons give you a “plus” 


Clear, clean, sharp characters depend on a 
sheer, closely woven ribbon impregnated 
with the correct ink. 


The thinness of the silk in Park Avenue 
Silk Ribbons allows the type to get closer 
to the paper. When this happens you get 
a better impression. For the same reason, 





The silk in these ribbons is closely woven, 
too. This allows the ink to flow into the 
used spaces quicker. 

The extra yardage (18 instead of the 
usual 12) allows the ribbon an additional 
rest period after leaving the typing point 

. . another “plus” meaning longer wear 


and better-looking letters. 


you also get better carbons. 


Why Park Lane® carbon paper is the 
finest on the market 


You’ll notice at once that this carbon paper leaves 
no feed-roll marks and does not curl. 

Cleanliness comes from the superior carbon tissue 
Roytype uses and the exacting care with which the 
carbon paper inks are applied. 

Why doesn’t Park Lane Carbon Paper curl? It is 
unlike ordinary carbon papers in this important 
respect. It has a plastic backing. 


2 
ROYTYPE (leon CARBON PAPER Call your ROYTYPE Representative 


Look under ‘“Typewriter Supplies” in the classified 
telephone directory. 


® 
Gg ROYTY PE P « « e quality supplies for all business machines. Roytype, a department 
of Royal Typewriter Company, division of Royal McBee Corporation. 














How Firm a Foundation 


Or” THE long train trip home from the Seattle Conven- 

tion, immediately after my first election to national 
office, I sat for a couple of hours in the lounge car. Sat 
and listened, that is—unashamedly, as I always do—to the 
conversations going on around me. 

One conversation in particular held my attention be- 
cause it was almost a monologue being carried on by a 
very fine looking, white-haired gentleman who, in spite 
of his apparent years, was holding forth with all the vigor 
and magnetism which must have characterized his lifetime. 
He was evidently reliving one of the incidents of a success- 
ful business life, and his voice rose and fell in tempo with 
the intensity of his emotions. One phrase came out strong— 
I would wager just as strongly as when he uttered it for the 
first time. . . 

“I don’t care to deal with you. You talk out of both sides 
of your mouth—one side for me and one side for the other 
fellow!” 

The words of that handsome octogenarian have sounded 
in my ears many times since then. The fear that they might 
also be applied to us haunts me. I would not have it so. 
Would you? 

Do we say, with one side of our mouth .. . “We are a 
professional association formed for the purpose of elevating 
the standards of the secretarial profession by uniting for 
their mutual benefit women who are or have been engaged 
in secretarial work,” and with the other side of the same 
mouth say—to qualified secretaries—“No! You are not 
eligible for membership”? 





fund raising 


is FUN! 


Join the many NSA Chapters now using our novel 
fund-raising plan! Sell beautiful costume jewelry. 
Liberal profits! No Investment! Samples on Approval. 
Write for details: 





NU-VOGUE JEWELRY CO. 


P. O. Box 923 
North Attleboro, Mass. 











Six 


Do we say, for publication, “The qualifications for mem- 
bership in our professional Association are: unquestionable 
character, at least two years of secretarial experience and 
active employment as a secretary at the time of admission,” 
and then when we receive an application from a qualified 
secretary, answer it with silence? Silence is not always 
golden, you know. Silence may be an insult to intelligence, 
an abrogation of common courtesy, a denial of accepted 
aims and purposes . . . tawdry coins which have no place 
in our currency. 

To deny the very foundation upon which an association 
is built is to withdraw the base which supports it. A struc- 
ture may withstand the shock of a hurricane which lifts the 
roof as it whirls by; it may survive the flood which fills 
the basement, first and second floors with water and silt 
and debris (which can be cleaned away); it may still stand 
after the earthquake which shakes its very roots. But it will 
fall under its own weight if it is built upon the quicksand 
of double talk—a mouth which speaks from two sides, one 
for publication and one for practice. 

This I believe . . . that The National Secretaries Associa- 
tion (International) is a professional Association formed 
for the purpose of elevating the standards of the secretarial 
profession by uniting for their mutual benefit women who 
are or have been engaged in secretarial work. This is the 
rock bottom upon which I am building—a foundation that 
will withstand hurricane, flood and earthquake, and be un- 
moved by the shifting sands of prejudice, double-talk and 
lip service. 

Upon what are you building? 





P. S. Yes, of course, I “got in” on the conversation before 
I left the lounge car. Do coincidences happen by coinci- 
dence? 


I to him: “Where are you from?” 
He to me: “I’m from South America.” 

I to him: “Oh, are you? My company has had a dis- 
tributor there for years, and now we are 
in the process of completing our first 
South American plant.” 

He to me: “Is that so . . . what company are you 
with?” 

I to him: “I’m a secretary with The Carborundum 
Company.” 

He to me: “I’m your South American Distributor.” 


It’s a small world, isn’t it? 


CASSANDRA D. WATERMAN 
President 
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) Who gets excited about 
Carbon Paper? 









| She does! The Secre- 
5 ™. tary who uses Webster Multi- 
Kopy Durametric Carbon Paper 
knows that there are benefits 
for her built into every sheet. 

o Especially the Micrometric 
Scale Edge! This uncoated edge measures 
the lines of space on a page — helps end 
“running over” and protects her fingers 
from carbon smudge. Webster Shurflat for- 
mula, backing each sheet, prevents curling. 





we 
~ He does! Purchasing 


— agents and office managers 
~ know that the balanced con- 
struction of Webster Dura- 
metric means extra wear for 
each sheet — real economy 
where it counts. Webster Dura- 
metric improves appearance, 


\' WW do! rhe F. s. Web- 


—= ster Company, pioneer in the 
carbon paper and ribbon field, 
has been first with countless 
features for improved office ef- 





ficiency and economy. Webster speeds up typing output and cuts down waste of 
Durametric is a recognized materials. There is no better buy for discrimi- 
leader in the field as is the nating purchasers. 


entire Webster line of carbon 
papers and inked ribbons. 


Give Webster a try 


in your office... 
and YOU’LL be excited, too! Carbon Pa pers a ate, 


Inked Ribbons by 


Telephone or visit ‘your 
stationer’s or write to us for 


, fbcieies F. S. WEBSTER 


F.S. WEBSTER COMPANY 


9 Amherst Street, Cambridge 42, Mass. & OM r AN xX 

















letter writing can be fun... . 








by ATHENE HENSLEY, San Diego Chapter 


ETTERS 


Sales Letters 


bringing about a decision to act upon that desire. The 

major fault of thousands of sales letters is that they 
try too hard to sell; they force something on the reader 
instead of making him want to buy. A sales letter is a 
personal message sent to an individual at a specific destina- 
tion. It is highly adaptable and economical if it is used 
properly. It can be checked for exact results. It is flexible 
(it can reach as many or as few as desired and with a mes- 
sage as long or as short as needed). It can be made warm, 
individual and personal. You can give your sales letter 
human qualities if you will talk (and write) as if you were 
speaking only to one person. 

There are eight vital steps in preparing a sales letter. 
You should consider each one of these steps before you 
attempt even a first rough draft. 

1. Study the market for your product. Study the man to 
whom you are about to write; consider where he lives; 
whether he is a new customer or an old one. 

2. Determine the aim of your message. If he has not in- 
quired, decide whether you want to persuade him to visit 
your store, order by mail, to try out your article a few days 
or take some other form of definite action. 

3. Determine how interested the reader is. How much 
does he know about it. 

4. Study the product. Learn what materials go into it, 
how it is made, what its uses are and everything else you 
can learn about the product. 

5. Determine whether the results will justify writing the 
letter. 

6. Choose the central selling point (buying point). 

7. Assemble the supporting facts and choose those of 
strongest appeal to your particular reader. 

8. Organize your selected facts according to an effective 
plan. 


tiie is the act of establishing a desire to buy and 


Eight 


In creating the desire ro buy there are three chief methods 
of developing the desire. The first is based on the use of 
the article itself. The second is personal solicitation. This 
is usually done by salesmen. The third and most widely 
used method is the written sales letter or message. This 
type of letter performs four major functions. It attracts 
favorable attention (appearance of letter); it arouses inter- 
est; creates a desire and convinces the mind; and last it 
stimulates action. 

To find the central selling point or buying feature it is 
necessary to know what the reader wants and what the 
article can give. Sift the qualities of your product to find 
the central selling point that most powerfully harmonizes 
the product with the buyer's chief need. 

In the sales letter avoid opening paragraphs that contain 
these major errors: (a) Emphasis on “we” and “our com- 
pany,” (b) trite questions and axioms, (c) unconnected 
and irrelevant beginnings, (d) scare openings and (e) 
negative suggestions. The first sentence must switch the 
reader's thoughts away from the business now engaging him 
and secure his undivided attention. Desire must be created 
and the mind convinced. The difference between interest 
and desire is largely a matter of degree and appeal to emo- 
tions or psychological motives. Any kind of action, sug- 
gested or otherwise, seizes attention. Similarly, a suggestion 
the reader do something to test the article himself is an 
effective attention getter. 

To stimulate the reader to favorable action you can use 
one of these three tested methods: (1) Offer him certain 
inducements. (2) Make it easy for him to act. (3) Suggest 
he act at once. Emphasis in sales letters may be introduced 
by logical arrangement of material, short paragraphs and 
sentences, and mechanical aids. 

One point of caution in writing sales letters . 
your subject and your reader! 


. Know 
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changing 
of the 
RIBBON 





by LORAINE JOHNSON 


“Yes, sir, Mr. Biggun, I quite agree that my letters look 
a little pale. I guess I'll have to change the ribbon on my 
typewriter.” 

Yeh, I know I should have changed it a couple of weeks 
ago, but if you only knew how much I hate to change a 
ribbon! No use griping, though. I’d better get at it. 

Now, where did I put that last ribbon I got from the 
supply room? Somebody stole it! No, here it is, way in the 
back of the drawer. 

Pretty boxes they put the things in nowadays. I like the 
way it is subtly suggested that the empties be used for 
bobbypins, fish hooks, paper clips and so on. I don’t have 
any trouble finding places to keep my bobbypins, fish 
hooks, et al. Now, if they made the boxes big enough to 
hold a pair of shoes, we'd really have something. 

This time I resolve to be scientific about this “simple” 
process of changing the ribbon so that the ink will stay on 
the ribbon where it belongs. There . . . the wrapper is off. 
Well, a little ink isn’t so bad. This time, then, I resolve to 
get just a /ittle ink on my hands. 

Depress the shift lock. Wind the old ribbon onto the 
right spool. Pull, tug, poke, push ... ah... it’s off! 

Now put the one end of the new ribbon through the 
gizmo and around the thingamajig on the old spool. A 
little more ink, but some of that doesn’t count because it 
came off the old ribbon . . . or was there enough ink left 
on it to come off? 

There we are. The new ribbon is now attached to both 
spools. Push, pull, poke, etc., and the two spools are in 
their places on the machine. 

Now for the final operation: under the whatchacallit, 
over the whatzis and between the whozises. Success! Opera- 
tion completed . . . the new ribbon is in place and I’m in 
business again. Turn the crank . . . merrily, merrily, merrily 
... from new spool to old spool. 

Hands, you have more ink on you than the ribbon. I 
wonder how rubber gloves would work! 

Now a test paper to see how pretty and black the type is. 

"Now is the time for all good 

men...” 

Holy Smokes! It’s upsidedown! 


The Secretary—October 1955 
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PATENTED EFFICIENCY 
in CARBON use 


(1) Automatic alignment. 

(2) Automatic rotation of sheets of carbon gives 25% 
more wear. 

(3) Automatic warning of last typing lines. 

(4) World's easiest and most convenient carbon to 
handle. Hands do not touch the coated surface. 

Distributed by Kee Lox Branch Offices in Major 

Cities and by a Growing Network of Authorized 

Dealers. 

Samples sent only on request when letterhead of 

company is used. 


DEPARTMENT S4 
Kee Lox Mfg. Co., Rochester 1, N.Y., U.S.A. 


Kee Lox “Pal” Erasaguard 
each 50c in any quantity. 
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pecretary 


pared to the certifying programs in most other fields. 

Questions regarding the scoring of the examination, 
the method of arriving at passing marks and the release of 
information about the examination have been asked by so 
many of you that I requested Mr. George Wagoner, chair- 
man of the Research Committee of the Institute, to prepare 
answers to some of these questions, as follows: 


y ip CPS program is a relatively new program com- 


How successful are secretaries in passing 
the examination on their first attempt? 

In 1953 and 1954, the range of percentage passing each 
of the six sections was from 43 percent passing the Stenog- 
raphy section in 1954 to 60 percent passing the Economics 
section in 1953. 

A comparison of the number of sections passed by secre- 
taries taking the examination for the first time during the 
past two years follows: 


No. of 1953 1954 
Sections Passed No. % No. % 

6 84 18 86 15 
5 78 17 62 11 
4 74 16 66 12 
3 56 12 71 13 
2 54 12 77 14 
1 63 13 82 14 
0 57 12 117 21 

466 100 561 100 


Of those taking the examination for the first time in 
1953, fifty-five percent passed all sections; in 1954, forty- 
six percent passed all sections. 


How successful are secretaries in passing 
sections on retakes? 


In 1953 and 1954, the range of percentage of retakes 
passing each of the six sections was from a low of 35 per- 


Ten 














by Dr. RUTH I. ANDERSON 
Dean, Institute for Certifying Secretaries 


cent on the Stenography section in 1954 to a high of 61 
percent on the Human Relations section in 1954. In 1953, 
each of three sections was passed by over one-half of the 
retakes; in 1953, too, each of three sections was passed by 
over one-half of the retakes. 

An analysis of the success of retakes in 1954 indicates 
that secretaries did well in terms of their percentage of 
passing sections which they retook. Of those secretaries 
who had passed three sections, approximately one-fourth 
passed the remaining sections, one-third passed two of the 
remaining sections, and one-fifth passed one of the remain- 
ing sections. Of those secretaries attempting their last two 
sections, one-fourth passed both sections and one-half passed 
one section. Three-fourths of the secretaries attempting their 
last section passed the section and received their CPS cer- 





Attending the fourth annual CPS Dinner, held in Chattanooga 
during the National Convention, were: front row, Elizabeth 
Mosley, Atlanta, Ga.; Mrs. Etta S. Bayless, Elkhart, Ind.; Ruth 
Williams, Houston, Texas; second row, Dr. Ruth I. Anderson, 
dean CPS Institute; Mr. W. G. Turquand, sales mgr. Under- 
wood Corp.; and Gertrude Birkman, Houston, Texas. 


The Secretary—October 1955 











tificates. Apparently, retakes, with further preparation, are 
able to improve their performance on later trials. 

In 1954, about thirty secretaries failed one or more sec- 
tions of the examination for the third time. These secre- 
taries, if they desired further trials, would be required to 
retake the entire examination as though they had passed 
none of the sections. It is interesting to note that at least 
two of those secretaries retook the entire examination in 
1955 and passed all sections. 


Which sections of the examination 
are the most difficult? 


This question may be answered in two ways—for the 
individual and for the group taking the examination. For 
each secretary the relative difficulty of the six sections is 
determined by the breadth and recency of her own experi- 
ence and education. 

The Stenography section has been most frequently failed 
by secretaries. This apparent difficulty is due to a number 
of factors. The Stenography section, more than any other, 
requires the ability to adjust to test conditions. For example, 
the secretary must take shorthand dictation from a person 
whose voice she may never have heard before; she may be 
using a strange typewriter or her own under conditions 
quite different from her office. Working continuously at a 
desk or table for two or more hours without a break may 
also upset a secretary who is accustomed to shorter work 
intervals. Since this section consists of two parts (grammar 
and stenography ), both of which must be passed, some may 
do well on one part and poorly on the other. The scores of 
these two parts are, in general, quite highly related. As more 
secretaries prepare for this section of the examination by 
taking practice tests under conditions similar to those in 
the examining center, a higher percentage will probably be 
passing this section. 


How does the Institute determine the number of 
certificates to be issued each year? 


The Institute does not decide directly how many certifi- 
cates will be issued in a given year. In 1953, 175 certificates 
were given; in 1954, 222 were given. The CPS certificate 
is given to each secretary who passes all sections of the 
examination within three attempts. Furthermore, no prede- 
termined number of secretaries is used for passing any one 
section. The Institute is charged with the responsibility of 
maintaining as constant a quality standard for the examina- 
tion as possible so that the passing level on each section 
will be approximately the same from year to year. This 
standard is maintained by following approximately the same 
outline each year. Then, the number of certificates issued 
would depend largely on the qualifications of the secre- 
taries taking the examination and the extent of their prepa- 
ration. 
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How many of the CPS certificates are earned 
by secretaries retaking one or more sections? 


The number passing the entire examination on the first 
attempt in 1953 was 84; in 1954, the number increased 
slightly to 86. The number of retakes earning certificates in 
1953 was 91 compared to 136 in 1954. In 1953, 54, or 31 
percent, of the certificates were earned by those taking their 
last section; 30, or 17 percent, were earned by those taking 
their last two sections. In 1954, 96, or 43 percent of the 
certificates, were earned by those taking their last section; 
23, or 10 percent, were earned by those taking their last 
two sections. These figures are further evidence that re- 
takes are generally successful on their remaining sections. 

The Research Committee will welcome other questions 
regarding the examination. Additional questions will be 
answered directly or through this column in a later issue 
when the 1955 test results are received. 
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FOR ADVANCED BUSINESS OPPORTUNITIES 


AND AS GIFTS TO FRIENDS AND RELATIVES 
MADE FROM PORTRAIT OR PHOTO 

YOU RECEIVE FREE, three full pages —- a one page sample resume 

and two pages of instructions, to help you prep the to use 

with your wallet photos. — Your original portrait or photograph re- 

turned unharmed with 20 top quality 21. x 312 silk finish, double 

weight photos plus free sample resume. 

20 FOR $1 — You'll love your pictures or money returned. — $50 FOR $2 
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Box 271, Salem, Mass. ; 
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I wallet photos and free sample resume and instruction sheets. 00 1 
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On learning Mae Rapport, NSAer from Chicago, was planning a 
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willing to share ber experiences with our members. We think 


you will enjoy these excerpts tisksssfvorrFerers SM 10 us 











by our “foreign correspondent” during ber month's sojourn abroad. 


Roving Rapporter... 


“J ‘HE NEW and exotic things I've 
been seeing and experiencing in 
my travels are all scrambled up in 

my head so that I keep having to refer 

to my travel book to recall what hap- 
pened where! 

This has, indeed, been a liberal edu- 
cation; and despite my previous trip to 
Europe, I find each country that I visit 
altogether different. 


Lisbon, Portugal—July 20 

I flew via Pan American, and Lisbon, 
Portugal, was my first disembarkation. 
Fortunately for me my seat partner could 
speak Portuguese fairly well, and with 
his help I went through customs and got 
my bags easily. 

After registering at the hotel and 
shaking out a few things for this short 
stay, I tried using the telephone to call 
TWA to confirm my next flight to 
Rome but had difficulty making myself 
understood. Since the TWA office was 
only a few blocks away, I decided to go 
over personally. 

I asked the girl at the TWA office to 
telephone some friends whom I had 
been requested to contact, a charming 
doctor and his wife, who came by for me 
in a short while and drove me about to 
see some of the places of interest. Mrs. 
Sa could speak English quite well but 
Dr. Sa’s knowledge of the language was 
limited. In spite of my meager acquaint- 
ance with Spanish and the fact that the 
Portuguese is so similar, we did en- 
counter difficulty in conversing. 

The Sas drove out to their yacht, and 


Twelve 


by MAE RAPPORT 


we also took a short ride out to the 
beaches. We visited the Museum of the 
Coaches — the most miraculously pre- 
served collection of coaches used hun- 
dreds of years ago. One could spend 
hours (and pages) exclaiming over these. 

Lisbon is really charming and not yet 
too overun with tourists. Lots of beauti- 
ful avenues with flowers and fountains 
and shade trees. Mrs. Sa let me see the 
quaint “Old City” and then the extreme- 
ly modern, fashionable, new section with 
its tremendous apartment buildings in 
white and pink and pale green—all with 
balconies. 

In the evening a handsome Portuguese 
from Oporto took me to dinner at Moun- 
tes Clores, a fashionable restaurant atop 
one of the city’s high points. As the 
name implies, the view was “clear” from 
all sides. The balcony walk all around 
the restaurant before dinner enables visi- 
tors to see the view from all sides—and 
each one is different and more breath- 
taking. The gardens one can see from 
the balcony are gorgeous, too—acres of 
flowers and swans gliding around in 
pools. Dining was in the usual elegant 
European style—course after course, with 
different wines and liqueurs. 

The next morning Mrs. Sa took me to 
the conservatory, which is unlike any- 
thing I have ever seen. The roof (miles 
high) is a sort of slant arrangement to 
let in sun and air. 

Lunch was at fashionable Negresco’s. 
Here again I was seeing something new 
—little boys, about ten or eleven years 
old, clearing the tables, emptying ash 


trays, lighting cigarettes for the .patrons 
and bringing around the dessert carts. 
Then, as patrons would leave the restau- 
rant, the boys lined up at the door with 
ready hands outstretched for coins. 

That evening I departed for Rome; 
but since the flight was delayed several 
hours, I arrived there in the wee hours. 
By the time I had bathed and put things 
in order, I was left with only a few hours 
to sleep and a very brief glimpse of 
Rome before the flight took off for 
Johannesburg, Union of South Africa. 
(Back to Rome later.) 


Johannesburg, South Africa 


I had planned to go with only one 
suitcase, but because of the two climates 
I was to encounter (It’s winter in Jo- 
hannesburg), I had to take my one big 
case for summer and tropical clothes, 
and another for heavier apparel. So for 
this part of my journey I took along a 
basic black wool dress, touched up with 
either scarves or jewelry, a charcoal 
jumper to wear with pink or grey cardi- 
gans and a pink tweed suit. During the 
day one gets by in a blouse and skirt 
with a cardigan thrown over the shoul- 
ders; but in the evening as soon as the 
sun sets, one needs a coat. A friend of 
mine met me at the airport with a fur 
jacket which she lent me during my stay 
in Johannesburg. It sure came in handy! 

Johannesburg is a bustling city like 
ours in the States. As in all European 
hotels, the buttons for valet, waiter and 
maid service are on the wall by the light. 
Trams, or trolleys, are electrified two- 
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story affairs. The tourist attractions are, 
of course, the gold mines, a big zoo 
and park and the Africana Museum. 
There are two nightclubs somewhat like 
ours—the Bal Tabarin and Maxims— 
but, unlike ours, these are open to mem- 
bers only. I was lucky—got acquainted 
with the owner! 


Nairobi, Africa 


Nairobi, Kenya Colony, is a fascinat- 
ing African town. I was lucky to have an 
airline captain, who has been all over the 
world, act as my escort on a shopping 
expedition here. He would advise just 
when to “dicker” and when not to. I 
bought some beautiful jewelry, mosaic 
and ivory, and even elephant’s hair trim- 
med with gold; some carved figures in 
exquisite wood; and some “lucky beans” 
—tiny beans inside of which are twelve 
minute, carved animals. 

The idiomatic expressions of the lan- 
guage used here amused me many times. 
I especially enjoyed “spend a penny” 
which refers to going to the powder 
room and “bags of time” when one re- 
fers to having plenty of time. 

The game park is a “must” when 
visiting Nairobi. We drove miles through 
rolling plains of grass—not jungle as I 
had imagined it would be—and saw 
herd after herd of zebras, wildebeestes, 
gazelles, etc. The giraffe was the most 
intriguing. The game warden was driv- 
ing with us and tried to “beat out” some 
lions. I was happy he wasn’t successful! 

Sleeping under a mosquito net is a 
thing to remember about Nairobi: also 
being awakened out of a sound sleep at 
7 A.M. by your room boy bringing tea’ 

The flowers here are bright and. at- 
tractive. Sitting on a terrace under gay 
umbrellas, surrounded by all these flow- 
ers, gives one a feeling of being in a 
picture in Holiday magazine. 

And I shall never forget flying around 
Kilimanjaro—a most majestic sight, over 
19,500 feet high, poking its crater top 
over the tops of the clouds. 

(continued on page 29) 
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Make this Southeastern meeting 
truly memorable... ot ) 


Before, or after, your 
State meeting 
visit 


Beautiful NASSAU via... 


| S/ QUEEN of NASSAU 


overnight from Miami Mondays and Fridays (6 PM) 


What a perfect way to round out your November meeting: 
an unforgettable ocean cruise to Nassau—that pleasure-filled, 
serene island paradise, just a short distance over the South Florida 
horizon in the Atlantic Ocean. Dock-to-dock service—from the 
heart of Miami to the heart of Nassau at famous Bay Street. 


jon: 
ynd-trip excurs' : 
2 aa meals aboard ship 


4 plus tax sO ie 
me 3 5 The Ship is Your hote] 


* The S/S Queen of Nassau is a fine sea vessel, with largest 
p ger a dations out of Miami, including deluxe 
facilities, fine food, dancing, shows, lounge, cocktail bar, 
cruise director and hostess aboard. 








* Shop where you get about 7 shillings for your US Dollar 
while in the sterling area—you could save as much as the cost 
of your trip on purchases. US residents may bring back up to 
$200 in merchandise, including 5 fifths of liquor free of US 
Customs duty, on all cruises. Stopovers allowed. 

* What we have to offer has no comparable value— 
coming our way? 


<A, 
iA 


* WRITE FOR FOLDER SHOWING ALL DETAILS 


Eastern Shipping 
Corporation 


Pier 3, Miami, Florida e Tel. 3-8311 
or see your travel agent 
ke 


Open Saturday and Sunday for information and reservations 


Hurry! Make your reservations Now! 

















How to Choose 
Office Stationery 
... Correctly 


by JACK ABRAHAMS 
Advertising Manager, Sphinx Typewriter Papers 


tions a secretary performs for her employer. Knowing 

which paper to use for a particular purpose, the cor- 
rect size for minimum waste and maintaining the proper 
supply in the office are valuable and money-saving facts 
that every secretary should know. We won't go into the 
technical aspects of paper production but a little back- 
ground will help you understand more about what we will 
cover later. 

Paper is made from the fibers of wood, cotton, linen, 
tags or used paper. By various mechanical and chemical 
treatments all types of papers such as facial tissues, news- 
print, cardboard and stationery can be produced. 

The two types of office stationery are rag content papers 
and sulphite papers. The difference between the two is 
the proportion of rag fiber to sulphite added to the paper 
in manufacture. The high quality bond papers are from 
100% to 25% rag content. Rag content means that actual 
cotton or linen rags, reduced to a pulpous condition, are 
added to the mixture and form the basis of the paper. The 
paper manufacturers buy either used rags or unused rag 
strips from fabric houses or other sources using rag material. 

Paper comes in many different weights. The heavier the 
paper, the longer wearing it is. Office stationery usually 
runs 20 and 24 pound for letterheads and 8, 9, 11 or 13 
pound for manifold, onionskin and airmail stationery. 
(Manifold paper is almost the same as onionskin. The 
basic difference is that most manifold paper is only made 
in sulphite content and onionskin in rag content. This 
means that onionskin is generally a stronger, better quality 
sheet than the less expensive manifold paper. Some mani- 
folds cannot be used for printing whereas onionskin can be 
used with good results.) To satisfy any question you may 
have about the weight designations of paper, 16 pound 
paper means that 500 sheets of this paper in size 17 x 22 
would weigh 16 pounds. The only thing you have to re- 
member, however, is that 20 pound paper is heavier and 
longer wearing than 16 pound. 

Other important factors such as opacity, strength, erasing 
qualities and cost can be explained and demonstrated to 
you by your printer or stationer. 


ores buying is one of the most important func- 
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Here are a few helpful hints which will aid you in the 
correct use of office stationery: 


1. LETTERHEADS. Use 100% or 75% rag content bond 
paper in 20 or 24 pound for your company letterhead. 
Bond paper is a broad term used to describe a hard, strong 
stationery paper suitable for general business purposes, 
writing, typing or printing. The higher the quality of the 
paper you use for letterheads, the greater the impression 
made on the recipients of your letters. A letterhead should 
be considered a salesman of your firm and, as such, should 
reflect the character and stability of the firm. 


2. CARBON COPIES. Use 8, 9 or 10 pound manifold or 
onionskin for multiple carbon copies. These lightweight 
sheets will give you more filing room, more copies per typ- 
ing and are less expensive than heavier papers. Using good 
carbon paper and lightweight sheets will enable you to get 
up to six clear, sharp copies of your original. When it is 
necessary to clearly denote that a letter or form is a carbon 
copy of an original, use “copy paper” which is discussed 
under hint number 6. 

3. INTER-OFFICE RECORDS. Use sulphite papers for 
inter-office memos, notes and records that are to be kept 
for short periods of time. For long term records, however, 
rag bond or ledger papers should be used because of their 
permanency. 

4. AIR MAIL STATIONERY. Use 7%, 9, 11 or 13 pound 
airmail paper for national or international correspondence. 
Your letterhead can be printed directly on this paper at the 
same time you have your regular stationery printed. The 
lighter weights will save you postage and the airmail mark- 
ings will invite greater attention. The 11 and 13 pound 
weights are more opaque than the lighter weights and may 
still save you considerable postage. 


5. MATCHING STATIONERY. Use the same paper for 
your envelopes and letterheads. This integration is neces- 
sary for the good impression you would like to make. A 
No. 10 envelope will get greater attention than a smaller 
size. Most all bond papers are available with matching 
envelopes. 

6. Copy SHEETS. Use copy paper for your carbon copies 
when it is necessary to clearly denote that a letter or form 
is a copy of the original. These sheets are bond, manifold, 
onionskin or writing paper with the word “copy” printed 
on them either diagonally, horizontally or vertically. Use 
different colors for your copy papers. A system of color 
filing for different types of letters will save you much time 
and effort in locating records quickly and easily. Most copy 
papers are available in a wide variety of colors. 


7. SIZES. Use the smallest size sheets possible for inter- 
office memos and other firm notes. Determine the size you 
need and then select the nearest size to it that will cut out 
of the paper you are using without waste. For instance, 
514 x 8Y% note paper cuts out of 814 x 11 paper perfectly 
without any waste but 54% x 74 will give you a 1 x 11 
inch strip of waste. If these are to be filed you must also 
consider the handling problem before you decide on a size. 
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8. COLOR. Use white bond for your letterheads in most 
cases. Reserve the use of colors for particular effects or 
specially printed letterheads. People have definite reactions 
to colors which may or may not create a good impression 
for your firm. Soft grey suggests stability, blue suggests 
coolness, pink suggests delicacy or femininity and yellow 
commands attention. Your printer can help you in the 
selection of colors to fit your type of business and letterhead 
design. 


9. INK RECEPTIVITY. Use ledger stock for records and 
forms requiring ink entries and much handling. High 
quality bond papers will take ink well but ledger papers are 
primarily used for this purpose. Ledger stock also has great- 
er permanency and will last much longer than bond paper 
for long term records. 


10. STATIONERY PROBLEMS. Do not hesitate to ask your 
stationer or printer for advice on any paper problem you 
might encounter. He is in business to serve you and will 
gladly answer your questions. By consulting with your 
stationer, you will learn how to cope with any paper prob- 
lems that may come up and also save yourself and your 
firm many headaches and hard earned dollars. 
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How to 
(Conquer 
Goblins .. . 


HERE was a time when the more 
cautious, superstitious folk boarded 
up their windows and bolted their doors 
tight on the eve of the first of Novem- 
ber. Then, the goblins took over, the 
witches scampered about the sky and 
the little elves inherited the night. 
Today, the modern version of these 
cautious folk also bolt their doors. But 
only because Junior and his gang of 
mischief-makers are abroad — ringing 
doorbells, soaping windows, over-turning 
garbage cans and generally making mer- 
ry in their own weird fashion. 


This Hallowe'en there’s no need to 
bolt your door. Junior and Sister Sue and 
Aunt Mary—everybody from six to sixty 
—can preserve the peace and have fun 
at the same time. All with the gleeful 
aid of Felix the Fortune Teller; Marty 
the Monster from Mars; Bonzo the 
Clown; and Roly Poly Moonface. 

They're a friendly, happy lot. Even 
though they're only made of Dennison 
Crepe Paper, cardboard and other odds 
and ends. 

Though Felix is just a balloon with 
crepe paper fringe on top, he’s a happy, 
likeable soul. He likes to see people 
happy. So—he brings them together. In 
one hand he has a number of fortunes 
for the “dolls,” attached to gay ribbons. 
In the other, the “guys’” fortunes. Both 
get a kick out of what he’s got to say. 

But he doesn’t stop there. He's a sort 
of unofficial master of ceremonies. When 
a “doll” pulls a ribbon, in addition to 
the fortune attached is a Hallowe’en seal. 
It may be a witch or pumpkin or maybe 
a cat. And with each “guy's” fortune he 
finds a seal just like one of the “doll’s.” 
The boy and girl or man and woman 
who get matched seals dance together. 

(continued on page 30) 
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simplified for the busy secretary 





by WALTER R. STROTHMAN, C.P.A. 


ELIMINATE CHECK STUBS! 


ANY secretaries keep track of personal bank ac- As each check is written, it is entered in the book in- 
counts for their bosses but some of them do more stead of on the stub. When the check book is exhausted, 
work than is necessary. One of the big obstacles simply discard the stub book. Advantages of this system are: 
to doing the job efficiently is the check stub. Almost all (1) you have plenty of space to write important details of 
blank check books supplied to bank customers have perfo- each transaction, (take two or more lines if needed), (2) 
rated stubs or interleaved memoranda on which to record each double page shows at a glance the contents of ap- 
essential details of disbursements. The stub also provides proximately one check stub book, thus speeding future ref- 
one line for recording a deposit. No one has ever figured erence and bank reconciliations, (3) filing space will be 
out a satisfactory method for recording several deposits, conserved as the full book will contain the equivalent of 
although it can be done by a contortionist on the back side approximately 75 single check stub books or 25 triple 
of the preceding stub or by microscopic handwriting. The check stub books, (4) the running balance shows clearly 
stub also provides lines for calculating the remaining cash the fluctuations from day to day and from month to month. 
balance through simple addition and subtraction. As all of Another advantage is gained through flexibility. Sup- 
you secretaries probably know, it is difficult to file check ont the tines jo Glade Ost At ei tee Ss. 
stub books or to find the one you want when you want it. r going . . + 8 P 

A ; y folds a few blank checks (including stubs) into his 
Every spring thousands of bosses and their secretaries get billfold. If he writes any checks while away, he notes the 
callouses on their thumbs from leafing through check stubs as : ae 

age nae stubs and gives them to his secretary for entry in the cash 

for the illusive amounts pertaining to the tax return. 
book when he returns. 


Many of these difficulties can be eliminated by recording 
bank transactions in a small cash book which can be pur- On several occasions we have found people taping can- 
chased at any good stationery store. A handy size has about celed checks to their respective stubs. This is a waste of 
150 pages measuring 434 by 7% inches with about 25 time and effort. The canceled check should be arranged 
lines per page. Most of these books are supplied with two chronologically or numerically. After the bank statement 
money columns on each page. We shall consider each two has been reconciled, the canceled checks can be filed either 


facing pages as a single page and disregard the money with their respective bank statement or in a master file 
column on the left page and the date column on the right for all canceled checks. We know of one secretary who re- 
page. Also a third money column should be ruled in on ceived a moderate raise after installing this system. Even 
the right page. After you have ruled the book and made a if you do not get a raise, you will make your job easier by 
few entries it might appear as follows: getting rid of the check stubs. 
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alice, In 
by ALICE HUNTLEY 


HAT'S his problem—doesn’t he 
\ \ know you are Secretary of the 
Year?” was the rather caustic 
observation by my eight-year-old daugh- 
ter, prompted by the failure of our milk- 
man to congratulate me on my new title. 
This is typical of the recognition that 
has come my way since that wonderful 
day in Chattanooga, when I truly learned 
the meaning of “Christmas in July.” 


Joy, like sorrow, needs friends to share 
it—and I feel fortunate, indeed, to have 
so many wonderful friends and associ- 
ates to share this particular honor. 


News of my selection had scarcely 
been announced when a flood of wires 
and letters of good wishes started pour- 
ing in. At the time, I felt nothing could 
ever compare with the excitement and 
sense of satisfaction that accompanied 
the ceremonies held at the Lookout 
Mountain Hotel, but later events proved 
that I was wrong. 


On my arrival home, it took me an 
hour to open the many messages that 
had been delivered during my absence 
—and each one was a bigger thrill than 
the last! In addition to heart-warming 
letters from NSA friends, both old and 
new, there were letters from associates 
of my employer who had taken the time 
from their busy schedules to tell me how 
happy they were for me. And as the re- 
sult of the stories carried in papers 
throughout the country I have heard 
from friends with whom I had lost con- 
tact through the years. 

The variety of mai: makes each day's 
delivery an exciting event. There have 
been requests from magazines for inter- 
views, invitations to make speeches, let- 
ters from secretaries interested in the 
CPS program and in affiliation with 
NSA, opportunities to make donations 
to any number of causes, requests to as- 
sist in locating jobs, proposals for me to 
endorse certain products and even a reci- 
pe for “hush puppies” from a lady in 
Chattanooga who heard me mention 
them on one of the radio shows. The 
wonderful part about it is that every 
last one of them has been sincerely glad 
for me. 
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Wonderland. 











Secretary of the Year, 1954-55, Mrs. Genevieve Lenz crowns the 1955-56 


SOTY, Mrs. Alice Huntley, as Mrs. Erma Knef and Mrs. Catherine D. 
Timpany, third and second place winners, smile approval. 


A recent letter came from a former 
employer, now residing in another city, 
who included a copy of the article from 
his paper with a note that said, “G’wan, 
I knew you when you couldn't even read 
your own handwriting notes,” and an- 
other letter, accompanying a particularly 
flattering newspaper photograph, sug- 
gested, “Why didn’t you enter the Miss 
Universe contest instead?” 

Of course, my loyalty being with 
North American Aviation (the firm 
where I have worked for 12 years), it 
was very gratifying, on my return to 
work, to have so many of my associates 
and co-workers phone me and drop by 
to wish me well. The first thing that 
caught my eye on my desk was a hand- 
some scrapbook with my name and title 
engraved in gold lettering which had 
been prepared by Patti Hiatt who shares 
my office. It contained two pages of sig- 
natures of NSA friends, along with some 
of the many letters that had arrived at 
the office during my absence, and news- 
paper clippings and pictures from prac- 
tically every state. 

Mr. Kindelberger, for whom I have 


worked 10 years, had released to the 
local papers a statement noticeably filled 
with pride in my accomplishments, and 
has announced since to almost anyone 
who will listen, “Our own Alice is Sec- 
retary of the Year.” 

Shortly after my return, Airborne 
Chapter feted me at a reception to which 
all California chapters were invited. An 
outstanding part of the afternoon was 
the presentation to me by Marie Bishop, 
California Division president, of an en- 
graved plaque from the state officers in 
recognition of the honor that had come 
to me. 

And last, but to me, most important, 
every member of my family has been 
fairly bursting with pride .. . from my 
grandmother down to our younger 
daughter. 

I shall always appreciate the many 
friendships I have made through my 
NSA and CPS work. My sincere thanks 
to all of you who made it possible for 
me to represent such a wonderful group 
of people and such a fine profession. 
I shall try my utmost to merit this honor 
that comes once in a lifetime. 
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MERICAN men by the millions are taking to the field. 
Whether they're after upland game, hunting water- 
fowl or gunning for deer, all experienced sportsmen 
have one thing in common—they select their hunting 
clothes as carefully as they choose their guns and ammu- 
nition. 

Everyone in the family knows when it’s hunting time— 
the furor, in fact, closely resembles the commotion caused 
by the woman of the house when she launches her spring 
cleaning. From the attic, the basement and obscure closet 
shelves, the hunting enthusiast assembles his hunting clothes 
and equipment. Despite this enthusiasm, most sportsmen 
have had the bitter experience, at some time in their ca- 
reers, of forgetting an important item of attire, or of mis- 
judging weather conditions. That's why they value their 
warmth, comfort and convenience afield so highly and why 
they always make it a point to prepare a check list of things 
they'll need on a hunting trip. 


What he takes with him into the field depends on the 
type of hunting a man is doing, the length of his trip and 
the local climate. Naturally, he seeks maximum comfort and 
protection in his clothes with minimum weight and he 
wants to avoid taking with him clothing and equipment 
he will not need. 


Wool fabrics have always set the standard for hunting 
attire. Writing on the subject 80 years ago, Henry Leveson 
noted that all experienced hunters appeared to agree on the 
advantages of wearing wool next to the skin. 


“No one who has any regard for his health will neglect 
the precaution of providing himself with shirts and under- 
clothing of this material if he is likely to be exposed to sud- 








den changes of climate, as it absorbs perspiration and pre- 
vents sudden chills.” 


An Army Cold-Weather Principle Applied 
The same thinking prevails in modern hunting clothes, 
which have the added advantages of lighter weight, in- 
creased comfort and convenience and greater durability. 
Also incorporated in these clothes is a unique “layering 
principle” similar to that used by the U. S. Army in the 
development of its present cold weather combat attire. 


This principle permits the hunter to put on or take off 
layers of clothing as the temperature and weather conditions 
dictate. In addition, several layers of lightweight garments 
have been found to provide more warmth than a single 
heavy layer since air spaces between the “layers” provide 
extra insulation. 


Besides being warm and absorbent, wool hunting clothes 
can take the hard use of sportsmen; wool is more comfort- 
able than other fabrics when wet; and, it is silent, The im- 
portance of this last factor is recognized by the hunting 
expert, who knows that the chafing noise created by fabrics 
rubbing together can give him away when he’s stalking or 
flushing out game. 


Most nimrods prefer to start their hunting attire with an 
inner layer of long wool or wool-and-cotton underwear— 
noted for their warmth and hunting comfort. The second 
layer includes a lightweight wool hunting shirt, usually 
in a bright plaid, or bright solid color soft, worsted flannel 
—and wool or wool-lined cotton trousers. 


As the third layer, most hunters choose a heavy wool 
hunting jacket which buttons high at the neck and has large, 


Designed for maximum warmth without neight, new 


attire permits full freedom of action afield; careful planning 


of sports nardrobe helps insure success of bunting trips. 


Twenty 
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bright red wool model buttons high to the neck, has but- 


Heavy outer jacket is traditional hunting garb. This 


toned sleeves and ample pocket space for shells, gloves 
or mittens, other odds and ends. It is worn over a 
lightweight wool shirt, deep red in color with a blue 
and white plaid design. Matching wool hunting cap 
is reversible. 


On a warm, sunny afternoon the hunter sheds his 
outer jacket. This lightweight red, gray and maroon 
plaid wool shirt provides adequate warmth without 
weight. Red wool trousers, a red wool cap and leather 
boots over wool socks complete his outfit. 


roomy pockets. The jacket can be shed when the sun is par- 
ticularly warm—leaving the wool shirt to provide adequate 
protection. 


Other elements of the sportsman’s attire include his boots, 
wool socks, hunting cap, mittens or gloves and the extra 
wool sweater he takes for emergencies. Because of their 
absorbency, resilience and texture, wool socks are usually 
worn in all seasons by the comfort-conscious hunter. 


Leather Boots Recommended for Upland Hunting 


Most hunters choose low leather boots with rubber soles 
for hunting game and rubber boots for duck hunting. Most 
styles of leather boots are equipped with wool or wool 
fleece linings for extra warmth. 


The color of your clothing is a matter of personal prefer- 
ence, though most hunters choose red or green as a safety 
measure. The American Optometric Association points out, 
however, that red is not recognizable by color-blind persons, 
but large black and white or colored checks can be seen by 
everyone. Luminous yellows are also easily visible. 


For an overnight trip most sportsmen use a wool-lined 
sleeping bag or canvas cover and wool blankets. In planning 
such trips, additional items have to be added to the check 
list like extra underwear and camping equipment. It is often 
necessary to plan well ahead for extended trips for they are 
booked a season or two in advance’ in some localities. For 
advice on guides and itineraries, write to local Chambers of 
Commerce in the areas you want to visit or visit a well- 
equipped sporting goods headquarters in your area. 


One good maxim for the hunter is: take care of your 
equipment. Proper care makes it last longer and gives great- 
er service. This goes for wool hunting clothes, too, which 
should be properly cleaned and stored when not in use, in 
the same manner as your day-to-day woolen garments. 


With gear in order, check list completed and packing 
done, license in hand and game laws in mind, you are 
headed for a successful trip. 
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Into the knapsack go 
articles that have been 
carefully selected 

with an eye to the trip 
he’s planned and the 
locale chosen for hunt- 
ing. He has checked 
off his list of needed 
items as he laid them 
out to pack — the extra 
pairs of wool socks, 
extra wool shirt, shells 
and a wool sweater 
will go in the knapsack. 
Other clothing he has 
chosen includes: long 
woolen underwear, a 
lightweight wool shirt, 
heavy wool hunting 
jacket, boots, trousers 
and cap. 





Developed in a specialized age, today’s hunting clothes are 
designed to do a specific job. Light in weight and well-planned 
in construction, they enable the wearer to stay warm and dry 
without sacrificing mobility or freedom of action. This duck hunter 
wears a black and white plaid wool hunting jacket 

and wool-lined red cotton trousers treated for water-repellency. 


Two jacket styles. Prepared for winter weather these nimrods 
wear heavy wool outer jackets over lightweight wool shirts. 

At left is a red plaid worsted jacket worn with red wool trousers. 
At right, a solid red woolen jacket and wool-lined trousers. 

Both jackets button high at the neck and have four flapped pockets. 
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Dictaphone Corporation Introduces New Remote Power 
Control Dictating Machine 

The Dictaphone “President,” a new device that puts an 
executive’s dictation on his secretary's desk automatically 
was recently introduced by Dictaphone Corporation. 

In announcing the new model, Dictaphone’s president, 
Lloyd M. Powell, pointed out that it was “another step in 
the continuing program to help executives simplify the 
mounting task of written communication in an expanding 
business economy.” 





The “President” consists of a power control hand micro- 
phone desk set connected to a Dictaphone Time-Master 
dictating machine remotely located on the secretary's desk. 
The executive has full command of the dictating machine 
through controls located on the microphone. 

With just a light movement of his thumb, the dictator 
controls start and stop of recording, lock for continuous re- 
cording or listening, quick-review playback, correction and 
end-of-letter markings. According to Dictaphone, control is 
simple, automatic and precise, leaving the dictator free to 
concentrate without distraction on the job at hand. 

Additional features include a listen selector which pro- 
vides “room filling playback” or “subdued playback for per- 
sonal listening.” Also featured with the new product is a 
“magnet grip” for holding the microphone firmly in place 
in its desk set. 

Offered as “an exclusive improvement in the field of 
executive communication,” the “President” with remote 
power control is Dictaphone’s latest engineering advance. 
The model is available through any of Dictaphone Corpor- 
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ation’s 147 sales offices throughout the United States. 

In making the announcement, President Lloyd M. Powell 
stated that Dictaphone Corporation’s sales of regular prod- 
ucts thus far in 1955 are at an all-time high. “Executives 
are becoming increasingly aware of the importance of ef- 
fective communication,” he stated. 


New Copyholder Colors Match All Typewriters 
In answer to consumer demand, Pres-To-Line Corpora- 
tion of America, 2339 Cotner Avenue, Los Angeles, an- 
nounces the availability of its Pres-To-Line Copyholder in 
colors to match all the latest pastel tones of every make and 
model typewriter. 








In comment on his company’s decision to make its copy- 
holders in all existing typewriter colors, Mr. Jerome J. Holt, 
president, said, “The modern office worker is becoming as 
conscious of harmony-in-color trends as is the homeowner. 
Too, because of the fact that the Pres-To-Line Copyholder 
is built so that it becomes an actual part of the typewriter, 
color is doubly important.” 

The new colored Pres-To-Lines are available in the prod- 
uct’s five widths—14”, 18”, 24”, 28” and 32”. 
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by MARGUERITE CHESS 


Chairman 
HE functions and duties of the National Nominating Board, no later than April 1, the names of those candidates 
I Committee are clearly defined in our Policy and Pro- who have received no less than five votes from as many 
cedure Manual. Of course, this statement is true of chapters, and the greatest number of votes for the office. 
our entire Association, but it might be well for us to review The final list of nominees will be published in the May 
together this most important committee. This committee issue of The Secretary with a short resume of the qualifica- 
plays a major role in our organization and each member of tions of the nominees, thus giving all members in our Asso- 
our Association should become acquainted with the activi- ciation an opportunity of knowing the qualifications of the 
ties and work of this committee, because each member condideses for national office 
should be actively interested in the selection of our national abe ; ey 
officers. This is the first committee with the added responsibility 
; of setting the pattern for nominations for the Home Board 
Have you referred to your Policy and Procedure Manual of Directors. In accordance with the amendment to the 
lately? Let’s take it out, turn to page 30, ARTICLE XIV, Rules and By-Laws of The National Secretaries Home Asso- 
Section 2(e) and read about this committee, which is com- ciation, adopted on July 20, 1955, the replacement must 
e e posed of a member from each of our four districts and the be from the same district as the retiring member. There- 
a & chairman, appointed by the National Board by August 31. fore, only candidates from the Southeast District will be 
Almost immediately this committee starts to work, for eligible for election to the NSA Home Board in 1956. It 
on October 15 each chapter president will receive a letter is not necessary to submit “platform on National Affairs of 
advising that names of candidates for national office are to said candidate” until a formal change is incorporated in our 
be submitted for consideration. Then it is up to each chap- National Rules and By-Laws; however, all other stipulations 
ter to seriously consider the qualifications of its members. must be complied with. 
Do you have anyone in your chapter you would like to have If you are still reading your Policy and Procedure Manual, 
serve as one of our national officers? Wouldn't it be an ex- you will note all the dates mentioned follow the rules set 
cellent idea to approach this active, qualified member to forth in ARTICLE XIV, Section 2 (e). Of course, it is not 
give her an opportunity to accept the nomination for a necessary to wait until the last possible moment to meet 
national office? each deadline. Your Nominating Committee will be for- 
Each chapter president has until January 1 to submit the ever grateful for your cooperation in not waiting until the 
name of a candidate from her chapter, in quintuplicate very last day! 
(each member of the committee to receive a copy). Then For your information, if you wish to contact your dis- 
the Nominating Committee goes to work, compiling the trict representative or your chairman, the members of the 
educational and professional background as well as the National Nominating Committee are: 
platform on National Affairs of each candidate. This must 
be accompanied by the candidate’s acceptance, in writing, Northwest: Northeast: 
of the proposed candidacy. Mrs. Helen Knight Mrs. Helen Ayton 
The Nominating Committee, no later than February 1, 127 Crestview Jane's Lane, R. D. 2 
sends each chapter president all names and qualifications Waterloo, Iowa Stamford, Connecticut 


of the candidates for each national office. 


ae f bh 4 ; Southeast: Southwest: 
Each chapter should review care ully the names an quali- Siew Shinn Conall Gladys Sherman 
fications of the candidates and must submit by March 15 ‘ : 
; See : age c/o Courier-Journal 530 East 12th 
its nominations for each national office to the Nominating Hake 
; Sag : Louisville, Kentucky Ada, Oklahoma 
Committee. This is not a vote for the candidate, but merely 
& & + ee Marguerite Chess, Chairman 
The Nominating Committee must within the next 15 1850 Sacramento Street 
days compile all of these data and report to the National San Francisco 9, California 
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NEWS... 
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FRANCES ALLEY 
1832 East 2nd Street 
Wichita, Kansas 


SOUTHWESTERN DISTRICT 


The Poppy Trail Chapter (Fresno, 
Calif.) held a get-together luncheon July 
23 at the Desert Inn with Mrs. Mildred 
Huddleston, (Fresno’s) Secretary of the 
Year, as guest of honor. On August 20 
a Hot Dog Bar-B-Que was enjoyed by 
family and friends of NSAers. Prospec- 
tive secretaries were invited. July 16 and 
17 found members volunteering their 
secretarial services to the Cerebral Palsy 
Telethon. The chapter sustained a great 
loss in the passing of Etta “Tippy” Tip- 
ton, chapter treasurer and also bulletin 











editor. 
. * * 


Summer activities for Minisa Chapter 
(Wichita, Kan.) included a picnic at 
Riverside Park, at which time a report 
on National Convention activities was 
made by Vicky Simpson, president. 


Officers of the recently-formed Stellar 
Chapter (Downey, Calif.): Lillian Wells, 
treas.; Penny Hammond, corres. secy.; Ruth 
Conner, rec. secy.; Shirley Casey, 2nd vice 
pres.; Harriet Gunter, president; George 
Beoka, Ist vice pres.; and Dorine George, 
State 2nd vice pres., installing officer. 
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Unless otherwise noted, identification of 


photographs reads from left to right. 


Westport Chapter (Kansas City, Mo.), 
Heart of America Chapter (Kansas 
City, Mo.) and the Harry S. Truman 
Chapter (Independence, Mo.) sponsored 
a self-improvement study group on Hu- 
man Relations. The sessions were held 
each Tuesday evening from August 2 
through September 6. Self-improvement, 
self-control, initiative, energy, sincerity 
and professional attitude were discussed. 

* * * 

Members of Westport Chapter (Kan- 
sas City, Mo.) enjoyed their annual pic- 
nic held at the lovely home of Chapter 
Treasurer, Betty Caruso. Past President 
Mrs. Helen Peterson showed interesting 
pictures of her trip to the National Con- 
vention in Chattanooga. 

* * * 

Big D Chapter (Dallas, Tex.) at its 
dinner meeting on September 21 heard 
more about the NSA convention in 
Chattanooga. Delegate Mildred Brandt 





Members of Poppy Trail Chapter (Fresno, 
Calif.) volunteered their secretarial serv- 
ices for Cerebral Palsy Telethon. They are, 
left to right, Mrs. Thelma Dotson, Helen 
McGovern, past president, Mrs. Gladys 
East, Mrs. Dorothy Sylvester, corresponding 
secretary, and Mrs. Vera Nelson, president. 
























and alternate President Polly Peters, re- 
ported in the August bulletin the official 
business and some of the sidelights of 
the Convention. Pauline Norris kept the 
group highly entertained telling about 
the amusing happenings during the con- 
vention. By the time she concluded her 
talk, each member wished that she had 
attended the Convention. 

Initiation of new members was held 
and 100 percent attendance awards were 
given. This has been Big D’s custom each 
year. Mildred Brandt, with a record of 
SEVEN years perfect attendance, re- ® 
ceived a handsome leather bound desk 


pad. ( 


* * * 


Houston Chapter (Texas) honored 
secretaries in the Lufkin-Nacogdoches 
(Texas) area with a tea at the Fredonia 


Hotel in Nacogdoches. Nineteen chapter 
members traveled to Nacogdoches for 
the occasion and there were twenty-four 
guests. Installation of this new chapter 
is expected in the near future. 

* * * 

At its August monthly meeting Hous- 
ton Chapter had as guest speaker Mr. 
Jim Trivet of the Dale Carnegie Insti- 
tute, whose subject was “How to Get 
Along with Others.” The membership 
approved awarding the 1955-56 Massey 
Business College (Houston) scholarship 
to Patsy Hurst, an outstanding and de- 
serving student. Wilda DeNise, chapter 
president, (now Mrs. James Robert 
Campbell) displayed the lovely silver 
cup which the chapter won as the 
Achievement Award for Class E at Na- & § 


tional Convention, with a total of 6848 


points. 
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DOROTHY LEWIS, CPS 
25 N. County 
Waukegan, Illinois 


NORTHEASTERN DISTRICT 


Among Canadian NSAers at the Na- 
tional Convention in Chattanooga were: 
Merle Law, president of the London 
Centennial Chapter (Ont.); Therese 
Kingsley, member-at-large from Mont- 
real; and Evelyn Dick, Niagara Falls 
(Ont.) president. 

* * * 

The summer outing of Lake Shore 
Chapter (Chicago, Ill.) at Chevy Chase 
Country Club August 6 had, in addition 
to the usual golf, swimming, cards, chit 
chat and luncheon, a “Spontaneous” 
Fashion Show. Without advance warn- 
ing, “models” were chosen from those 
present, by a fashion coordinator from 
one of Chicago’s large department stores, 
to parade in the costumes worn for the 


on“ as the coordinator gave an im- 


promptu commentary on the fabrics and 
tyling. 


* * * 


Indiana Division conducted its Off- 
cers’ Workshop Saturday, September 10, 
at Purdue University, Lafayette. NEVP 
Clare Jennings was the keynote speaker. 
Division officers conducted group dis- 
cussions for chapter officers and Divi- 
sion committee chairmen led panel dis- 
cussions, for the benefit of chapter 
committees, covering membership, chap- 
ter procurement, education, public rela- 


tions and rules and bylaws. 
* * * 


Heart of the Nation Chapter (Terre 
Haute, Ind.) was invited by the Junior 
and Senior Chambers of Commerce to 
participate in the election of a member 
to represent local professional groups on 
the board of directors of an “Industrial 
and Civic Development Organization.” 
This organization is scheduled to plan 
Terre Haute’s continued progress and 
will consist of representatives from all 
segments of its business and social 
groups—labor, church, professional, etc. 
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Racine Chapter ( Wis.) installed May 
5, 1955, ably hostessed a tri-chapter 
gathering of members from Milwaukee 
(Wis.), Shoreland (Waukegan, IIl.) 
and Racine Chapters, at the Hob Nob 
Restaurant on Lake Michigan, August 17. 


* * * 


Zanesville Chapter (Ohio) utilized 
the summer months by holding excur- 
sion meetings. In July, members traveled 
by automobile to Seneca Lake in the 
Ohio hills for swimming and a picnic 
supper. In August, by chartered bus, the 
group went to Newark for dinner and 
then on to Granville for the Denison 
University Summer Theatre presenta- 


tion of “Sabrina Fair.” 
” * * 


Compilation of a history of NSA was 
suggested by Dr. Paul F. Muse, head of 
the Indiana State Teachers College De- 
partment of Commerce, to a graduate 
student seeking a subject for her final 
report. The following is quoted from 
the paper she prepared: “Very few or- 
ganizations can boast of achieving an 
international status in less than 13 years. 
NSA is one of the few who can. Mem- 
bership in NSA is a priceless privilege 
and honor. The goals are high but have, 
as a result, developed superior secretaries 
and have demonstrated to management 
that a good secretary continues her pur- 
suit of knowledge in order to increase 


her value in the business world.” 
a * * 


Elkhart Chapter (Ind.) held its an- 
nual picnic August 4, entertaining sev- 
eral members from the recently installed 
Goshen Chapter (Ind.) as guests. 





Margaret Sparks, left, receives an honorary 
membership in The National Secretaries 
Association from Mrs. Eleanor McKee, re- 
tiring educational chairman of the Decatur 
Chapter (Ill.). 


Pictured at the installation of the new 
Goshen Chapter (Indiana) are: Mrs. Ruth 
T. Donaldson, Indiana Division president; 
Mrs. Charles Berkshire, Jr., chairman of 
Procurement Committee and Mistress of 
Ceremonies; Dorothy Cline, newly-appoint- 
ed president of Goshen Chapter; and Mrs. 
. H. Triechman, president Belle Lettres 
Chapter (Elkhart, Ind.). 


Wisconsin Division seems to have a 


decided penchant for leaders whose first 
name begins with “E.” Its first board 
consisted of President Evelyn Oelhafen, 
Secretary Eleanor Riggle, Treasurer 
Eileen Kramer. Next came Elsbeth Arn- 
hoelter to serve as treasurer with the re- 
elected president and secretary. And now 
the president is Eileen Kramer; the vice 
president, Edna Stelzer; and Edna Mari- 
neau is secretary-treasurer. 
* * * 

Alton Chapter (Ill.) was saddened by 
the death of its Charter President Del- 
phine Henry, June 25, following a year’s 


illness. 
* * * 


New York City Chapter (N. Y.) has 
a lending library for members’ use, con- 
taining many books helpful in indi- 
vidual or group study effort and general 
self-improvement. 

* * * 

Mattoon Chapter (Ill.) members were 
guests at the August 16 dinner meeting 
of Decatur Chapter (Ill.) held at Cedar 
Knolls. 
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Edith Roach, treasurer of the Cross- 
roads of America Chapter (Indianapolis, 
Ind.), cashed a check this summer for 
Mrs. Ivy Baker Priest, treasurer of the 
United States, when Mrs. Priest was in 
Naptown. Edith was tempted to “frame” 
the check for posterity but practical 


considerations dictated otherwise. 
* * * 


Abraham Lincoln Chapter (Spring- 
field, Ill.) entertained the Decatur Chap- 
ter (Ill.) at its July meeting. Illinois 
Division President Helen Johnson was 
an honored guest. Anna Stelte, Abraham 
Lincoln president, spoke on her recent 


European trip. 
* * * 


Tire Town Chapter (Akron, Ohio) 
had an exciting time sponsoring an en- 
try in the Soap Box Derby. Its 12-year 
old protege won the first heat, red and 
gold NSA colors flying—but the second 
round saw the “Tire Town” lettered car 


out of competition. 
* * * 


Virginia Burns and Jean McKaig of 
the Philadelphia Chapter (Pa.) vaca- 
tioned in Puerto Rico, receiving royal 
treatment from NSAers throughout their 
stay. Hydee Soto, president, did the 
honors on behalf of the Puerto Rico 
Chapter, assisted by Josephine “Cuca” 
McNee, complete with orchid corsages 
and a most successful dinner party. Vir- 
ginia and Jean report that the invitation, 
“Won't you come in? My house is your 
castle,” voiced by one of the members 
of the Puerto Rico Chapter, was proved 


not just “idle conversation.” 
* * * 


Zanesville Chapter (Ohio) happily 
welcomed back a charter member, Mary 
Kathryn Toll, CPS, who recently re- 
turned to live in Zanesville after a peri- 
od of residence in Washington, D. C. 

* * * 


Shoreland Chapter (Waukegan, III.) 
viewed a fashion film in color to get in 
the right frame of mind for stepping 
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out on its year's activities, which were 
outlined at the September meeting. 
* * * 

Margaret Sparks, associate professor of 
secretarial science at Millikin University, 
Decatur, Illinois, has shown exceptional 
interest in NSA endeavors. She aided in 
the development of the Decatur Chap- 
ter's first secretarial seminar last spring 
and also in the presentation of an edu- 
cational program based on “Business 
Theory for Secretaries” at the University. 
Through the efforts of Miss Sparks, 
Millikin has been named one of the 
Illinois CPS examination centers for 
1956. In recognition of and apprecia- 
tion for her efforts, an honorary mem- 
bership in the Decatur Chapter was pre- 
sented to her at the August 16 meeting. 





ROSA MILLER 

P. O. Box 672 
: Hickory, North Carolina 
I 


SOUTHEASTERN DISTRICT 


Combining the summer meetings is 
something new for the Confederate 








The first annual scholarship award of the 
Winston-Salem Chapter (N. C.) was pre- 
sented to Doris Lemons, a graduate of 
Gray High School, by Margaret Chadwick, 
Carolinas Div. president, as Mrs. Ethel Mc- 
Gee, president of Winston-Salem Chapter, 
smiles her approval. 


Capital Chapter (Montgomery, Ala.). 
The June meeting was in the form of a 
swimming and fishing party and i 
July they had a picnic. All was not rin 
—they also installed two new members. 
In August the Confederates helped 
with the Annual State Division social 
meeting. IBM's film, “The Right Touch,” 
was shown along with colored pictures 
made at the State Meeting in Anniston 
and at the National Convention in Chat- 
tanooga. , os 


A member of Old Dominion Chapter 
(Richmond, Va.), Lucylle C. Farmer, 
spoke on “The Women’s Committee and 
Its Place in the Chapter Program” at 
the District 4 Regional Conference of 
the American Institute of Banking held 
in August at Columbia, S. C. Lucylle, 
education chairman for the Old Domin- 
ion Chapter, has been appointed to the 
National Women’s Committee of the 
American Institute of Banking for Dis- 
trict 4. * * * 


Tampa Chapter (Fla.) officers were 
deeply honored when they were installed 
by Carl D. Brorein, member of the CPS 
Institute and immediate past “Boss of 
the Year,’ and Professor Harold A. 
Heiser, honorary member of the chapter. 

A joint meeting was held in August 
with NOMA. The feature speaker was 
Mrs. Frances Hammons, past president 
of the Tampa Chapter, whose topic was 
“How a Secretary Should Pick Her 
Boss.” The response was given by George 





Joint meeting of the Tampa Chapter ( Fla.) 
with NOMA. Standing, Mrs. Frances Ham- 
mons, Tampa Chapter past pres., and Joe 
Sullivan of IBM, moderator. Others at 
speakers table are Dorothy Justus, vice 
pres.; Mrs. Jo Poppleton, chapter pres.; 
Garry Garrison, N. M. Skenk and George 
Adams, NOMA members. 


The Secretary—October 1955 











Adams of NOMA. A panel composed of 
Mrs. Jo Poppleton, chapter president, 
nd Dorothy Justus, vice president, rep- 
I Oe: secretaries and Gary Garri- 
son and N. M. Sheck, representing ex- 
ecutives, answered questions from the 


group on “office life.” Joe Sullivan, local 


IBM manager, was Moderator. 
* * * 


Fairways Chapter (Augusta, Ga.) 
awarded a scholarship during the August 
meeting for a Secretarial Course at the 
Junior College of Augusta. 

They enjoyed moving pictures of 
Yellowstone National Park and other 


mid-western points. 
* * * 


Members of Fort Lauderdale Chapter 
(Fla.) voted to set aside $150 to be 
used by the members wishing to take 
the CPS examination. Fort Lauderdale 
has been an examining center for the 
last two years and the CPS-Education 
Committee is planning a series of study 


courses. 
* * * 


Mobile Chapter ( Ala.) members en- 
joyed a chicken barbecue at Johnson 
Lake in lieu of the regular August meet- 

@... This was strictly for fun and a 
number of guest secretaries were present. 

Members are busy selling—-selling 
perfume, fashion show tickets, Christ- 
mas cards and especially selling NSA— 


all for their Education Fund. 
- * 7 


In August Gulf-to-Bay Chapter (St. 
Petersburg, Fla.) was entertained by 





Presentation of Underwood De-Luxe Port- 
able Typewriter to Mrs. Irving M. Ives, 
wife of the Senator from New York, by 
Mr. L. Y. Taylow, asst. to the district man- 
ager. Also shown (left) is Mrs. Anna G. 
Branham, vice pres. Executive Chapter 
(Washington, D. C.) and secretary to the 
Deputy Commissioner of Education. 
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Kay Eddy in her lovely bayshore home. 
Kay, who represented the chapter as 
“Best Cook of the Week” on TV last 
spring, demonstrated her culinary arts. 
Special guests were Stella Spaulding, 
state vice president, and Beth McNeely, 
radio-TV personality. Members staged a 
skit depicting various objectionable 
types of office girls. 
* * * 

August seemed to be the month for 
“outdoor” meetings. Nashville Chapter 
(Tenn.) had a “Fun in the Sun” meet- 
ing at Rollins Club on Lake Louise. 
Families and friends of the members 
were special guests. 

This meeting had its serious side too, 
when duties were allocated on the new- 
ly selected project for the year, which is 
the setting-up of office procedures for 
the Bill Wilkerson Speech Center in 
Nashville. The Center has a three-fold 
purpose—Hearing and Speech Rehabili- 
tation, Training of Personnel, and Re- 
search. It was established in 1951 by Dr. 
Wesley W. Wilkerson as a memorial to 
his son. Nashville Chapter members have 
been busy setting up a filing system, a 
system for scheduling appointments, 
cataloging library books and inaugurat- 
ing a new system of circulating maga- 
zines and recordings. 

* * * 

Twenty-nine of the Durham Chapter 
(N. C.) members were on hand in Au- 
gust to hear Nina Waite, chapter presi- 
dent, give an interesting and informa- 
tive digest of the business phase of the 
National Convention. 

Mrs. Hallie Hicks, chapter parliamen- 
tarian, was requested to observe and cor- 
rect breaches of proper procedure by 
members at all chapter meetings. 

* * * 

Oak Ridge Chapter (Tenn.) installed 
two new members at the August meet- 
ing. This chapter is proud of its vice 
president, Yvonne Lovely, who received 
a Certificate of Super Excellence in typ- 
ing at the 1955 National Convention. 

Yvonne placed seventh in the con- 
test and received her Certificate from 
the former world’s amateur typing cham- 
pion, Chester Soucek, now with Under- 
wood Corporation. 
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The Atlanta Chapter (Ga.) awarded three 
scholarships to the State College of Busi- 
ness Administration for the Fall, 1955 
term. Pictured are Assistant Professor Mary 
Lane of the State College staff, Mrs. Na- 
leita Oxford, chairman Education Commit- 
tee, Atlanta Chapter, and the three scholar- 
ship winners, Mrs. Betty Harris, Miss Shir- 
ley Thompson and Miss Saralynn Alston. 


A picnic supper for members, their 
families and prospective members was 
held by the Tallahassee Chapter (Fla.). 
Eloise May, chapter president, reported 


on her convention trip to Chattanooga. 
© * * 


Vera Collins, Mobile Chapter ( Ala.), 
attended the International Convention 


of the Toastmistresses Club in San 
Francisco. Vera, a vice president of the 


Mobile Chapter, was also a vice presi- 


dent of Toastmistresses, International. 
* * * 


Two members of the Gulf -to-Bay 
Chapter (St. Petersburg, Fla.) traveled 
far this summer. Jane Stratford sailed 
on the Queen Mary and toured England, 
Italy, France, Germany and Holland. 

Elsie Pelling sailed from New Orleans 
for a 16-day Caribbean cruise, stopping 
in Jamaica, Trinidad, the Dominican 
Republic and Venezuela. 


MARGARET A. HANSEN 
204 N. 21st Street 
Salem, Oregon 


NORTHWESTERN DISTRICT 


A two-car caravan from Teton Chap- 
ter (Casper, Wyo.) attended the first 
regional meeting of the fall series in the 
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Northwestern District at Grand Junction, 
Colorado, September 16-18. The mem- 
bers of this enthusiastic chapter have 
made arrangements for a twenty-four- 
week refresher course at the Junior Col- 
lege. Classes got under way in September 
and, of course, the acquisition of a CPS 
certificate is the ultimate goal. At the 
September meeting Mrs. Ada Swanson 
presented “The Magic Suitcase,” which 
is the American Petroleum Institute 
OIIC’s demonstration of fascinating and 
useful women’s products that are made 
entirely or in part of oil. 

* * * 

Hawkeye Chapter (Des Moines, Iowa) 
had the privilege of honoring one of its 
own members, newly elected National 
Treasurer Helen Moe, at a reception held 
at the Hotel Kirkwood. In addition to 
receiving the many congratulations of 
the chapter, Helen was presented with 
a beautiful corsage fashioned out of two 
white fugi mums. A Chinese auction 
was instrumental in swelling the treas- 
ury of the ways and means committee. 
The recipient of Hawkeye’s second 
scholarship was Pauline Trisler, who has 
enrolled for a year’s study at the Capital 
City Commercial College in Des Moines. 

* * * 

Melior Vita Chapter (Sioux Falls, S. 
Dak.) presented a symposium on “The 
Secretary, Proficient and Professional” at 
the annual workshop which was held at 
the South Dakota State College in Brook- 
ings. The newly elected president, Wini- 
fred Christensen, spoke on “A Secretary 
Defined”; while Dorothy McCrea, im- 
mediate past president, presented as her 
subject “A Secretary in Action.” Vice 
President Lucille McGillick served as 
the moderator. 

* * * 

At the request of the Grand Junction 

Safety Council, Book Cliff Chapter 
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(Grand Junction, Colo.) has pledged to 
send at least one member monthly to 
meetings of the Council. Members have 
volunteered to help once a month with 
any typing assignments which need to 
be completed. 


* * * 


For its September meeting LaRamee 
Chapter (Laramie, Wyo.) was fortunate 
in obtaining and viewing the IBM film 
“The Right Touch” which was shown 
through courtesy of the Cheyenne IBM 
office. Margaret Hesemann, the past 
years Northwestern District Reporter, 
has recently been promoted to secretary 
to the Dean of the College of Agricul- 
ture at the University of Wyoming in 


Laramie. 
* * * 


The members of Kachina Chapter 
(Pueblo, Colo.) feasted on a delectable 
steak fry during the summer at the home 
of Vice President Lillian Payne, which 
was followed by a short business session 
and a White Elephant Silent Auction. 
This event netted a tidy sum for the 
treasury. In August a thoroughly enjoy- 
able and instructive tour was made 
through the Rockwool Insulation Com- 
pany, which is reputed to be one of the 
largest manufacturers of insulation in 
the west. An innovation of the chapter 
was the first boss night dinner held in 
mid-September. 


* * * 


Oregon Trail Chapter ( Portland, Ore.) 
hostessed an all-afternoon August picnic 
at historic Champoeg Park where Ore- 
gon Division chapter members were 
guests. A pleasant pre-chow period was 
spent playing games, swimming and 
just visiting, followed in the evening 
with brief reports from the National 
Convention delegates who were present. 
Hostess chapter President Virginia Wir- 





tenen gave a resume of the social events 
and CPS; Vice President Mrs. Hazel 
Keller generalized on the deep south an 
Mrs. Margaret Hansen, past president 
Cascade Chapter (Salem), highlighted 
the activities of the business sessions, 
with particular stress on amendments to 
the National By-Laws. As a finale, in 
command performance fashion, the 
Three Lumberjacks (minus their Jill), 
in their outlandish logger costumes, 
warbled the “Greetings From Oregon To 
Chattanooga, Tennessee,” rendition which 
was premiered at Chickamauga Lake 


during the late National Convention. 
* * * 


Another summer picnic served buffet 
style on the patio was held at the home 
of Rachel Hennecke for the pleasure of 
Mt. Rushmore Chapter (Rapid City, 
S. Dak.). One of the annual projects of 
this chapter has already been completed 
through the sale of tickets for Range 
Days. 

* * * 

St. Paul Chapter (Minn.) members 
attended the presentation of “Accent o 
Youth” at the Edyth Bush Little Theatre 
in Highland Village as a climax to nei 
regular monthly meeting in August. 


* * * 


A unique and exciting mode of trans- 
portation for members of the Gopher 
Chapter (Minneapolis, Minn.) members 
was experienced enroute to the locale of 
their annual Bar-B-Cue. Through the 
courtesy of member Betty Nagengast’s 
boss, Louis Cooke of Workman Service 
Company graciously offered them his 
Hide-A-Way Island, low in the Missis- 
sippi River, which is obscured from the 
highway. The only means of approach 
to the island is by cable ride, going from 
a high bank on one side (powered by 
gravity) to the island. The return trip 
is made in a similar manner, except the 
third story window of the house is the 
point of departure. The house and island 
are teeming in lore. For example, a horse 
is buried upside down with the hooves 
protruding out of the ground; there are 
hitching posts on the chimney for night 
riders in the sky, et cetera. 
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Cairo, Egypt 
Arrived in Cairo at three in the 


morning. After a few hours rest, we 
hired a Dragoman (guide) to visit the 
famous Pyramids of Giza and the Sphinx. 
The Pyramids took thirty years to build 
(100,000 men working every day), are 
451 feet high, contain 2,300 million 
blocks of stone and cover 13 acres of 
land. The Sphinx has the face of a man, 
head of a woman and body of a lion. 
Mohammed said: “Face of a man be- 
cause man is wise, head of a woman be- 
cause woman is clever, body of a lion 
because he has the power of a king.” 
Next evening I had the good fortune 
to be invited to dinner at an Egyptian 
home. The food was delicious and was 
eaten with the right hand—no silver is 
used. Being an American I was permit- 
ted to eat with the men; but the women 
of the family ate in a separate room. 


Israel 

Checked in at Tel Aviv’s Dan Hotel, 
which is extremely modern and luxuri- 
ous. A day later we toured Jerusalem and 
environs. Our driver, a handsome young 
Israelite, was trilingual—spoke Hebrew, 
English and French. From Tel Aviv to 
erusalem we passed many interesting 
Boor including an agricultural 
chool, founded in 1870, which houses 
00 boys and girls, teaching them to 
farm. We saw citrus groves, lemon, 
orange and grapefruit; beautiful cypress 
trees; abandoned Arab villages won in 
the War of Independence 1947-48; an 
Arab mosque now used as a synagogue. 
We learned they have compulsory mili- 
tary service from age 18 for both men 
and women (2) years for men, 2 for 
women), after which everyone has to 

serve one month a year until age 49. 
We also saw olive trees, mimosa trees; 
an Arab town—Ram La, 600 years old; 
a white tower from the time of the Cru- 
saders; eucalyptus trees sent from the 
United States; villages composed of a 
house and a grant of land given free to 
new settlers; many different “Kibboths” 
or settlements, sort of a socialistic system 
with each person sharing in the work— 
one doing laundry, one the baking, an- 
other doing the cooking, shopping, etc. 
We saw the Judean Hills of Jerusalem, 
the Samson and Delilah area, the memo- 


rial to the six and a half million Jews . 


killed in Germany, the Dead Sea, the 
Old Gate to Jerusalem, the place of the 
Last Supper, King David’s Tomb, Mount 
Zion, the Wailing Wall and numerous 
other biblical places. 
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Next day we drove to Haifa, a very 
beautiful city’ on three stratas in the 
mountains. We passed through an Indian 
Village called Udim, stopped in Natanya, 
“Pearl of Israel,” city of diamond cutters 
and beautiful parks. Went by the Valley 
of Sharon; passed tire, pepper, and glass 
factories; saw ruins of fortresses of Cal- 
soria and of a palace 3,500 years old; and 
we saw tobacco plantations, bananas and 
apple orchards. 


Athens, Greece 

After checking in at the Hotel Grande- 
Bretagne in this historical Greek city, I 
went out to look up a family I had been 
asked to contact. I found, however, that 
I had chosen a bad time of day. From 
one to five all places are closed for a 
restful lunchtime. Many people were 
asleep at their tables. I finally found Mr. 
Sakkis and relayed a message to him 
from his friend in Chicago and arranged 
to meet his family later. Returning to 
the hotel, I stopped at the famous side- 
walk cafe, Cafe Zonars, for French cof- 
fee. And in the evening we took the 
“Athens by Night” tour. 

In the morning Mrs. Sakkis called for 
me in a Fiat, a small Italian car, and we 
drove to a villa in the country where 
they served a sort of cherry preserve, 
eaten with a spoon and washed down 
with cold water—a Greek custom. In 
the afternoon we went to Glyfada Beach 
and bathed in the Aegean Sea. 

Ancient and modern, Athens seems 
endless. The Acropolis and Parthenon 
are awe-inspiring. We saw old Athens 
with the narrow, busy streets, their enor- 
mous stadium, all the monuments and 
some of the museums, Parliament, the 
embassies, the Tomb of the Unknown 
Soldier and beautiful Jardin National 
Park with the unusual summer theatre 
built for the season and removed, plank 
by plank. 

A few reflections to assist other sec- 
retaries making this “jaunt”: Some ho- 
tels do not furnish soap. I had cellophane 
packets containing capsules for sham- 
pooing, for mouthwash, for laundering, 
etc. Pocket tissues come in very handy 
many times. Another interesting point: 
each country checks the total amount of 
money you have when you arrive, then 
checks again when you leave. The pur- 
pose of this is to check on how much the 
tourist spends. Another point of interest 
—there are ten men to every woman 
here! 

The meals are enormous, all except 
breakfast which consists of coffee and a 
roll. To properly enjoy it, one should 
eat the food of the country one is visit- 
ing—so I sampled lots of Greek dishes. 


Rome, Italy 


Back to Rome again—for a longer 
visit this time—I was befriended by a 
fellow traveler who has been going here 
and there for three years, living by his 
camera stories. After checking in at the 
Excelsior Hotel, we decided to explore 
Rome. I remembered that a captain I 
had met in Nairobi asked me to look up 
his friends from the American Embassy. 
I phoned Mr. McClary who picked us 
up at the hotel and took us for a visit 
to his papatial home. Following this we 
went to Celestino’s, a tratoria, for an 
Italian dinner. We took a modern trolley 
bus back to the hotel—40 lira per per- 
son at night but only 25 or 30 during 
the day. 


Next day we explored the Pantheon 
and the Forum. In the afternoon we 
signed up for a conducted tour. We 
boarded the bus at 2:30 but by 3:30 we 
were still stopping at hotels to pick up 
other passengers. We went back to the 
office of the tour company to request a 
refund of our money. It was returned 
without argument but when the man- 
ager heard I wanted to make notes to 
write about the tour, he promptly put a 
private car at our disposal—free of 
charge! We had a personal guide who 
spoke very good English. We visited all 
the famous places, with St. Peter’s the 
most outstanding. We discovered our 
guide had a sixteen year old daughter 
who will some day be a secretary. 


We saw the wonderful fountain of 
Trevi, which was featured in the movie 
“Three Coins in the Fountain.” The 
guide also showed us the places where 
“Roman Holiday” was filmed. We went 
through the famous Borghese Gardens, 
viewed Rome from the top of Janiculum 
Hill where the Baribaldi Monument 
stands, visited St. Bartholomew’s Island 
on the Tiber and the Basilica of St. 
Mary Major. 


I signed up for the “Rome by Night” 
trip. We first went to Casena Valadier. 
This is a mansion Napoleon was said to 
have had for one of his amours, on Pin- 
cian Hill—another of the seven hills of 
Rome. Next we went to a famous tra- 
toria. It was mobbed and gay, and the 
orchestra on a balcony above us played 
Italian airs. Because of the well in the 
basement or dungeon floors, the restau- 
rant is called “La Cistern.” We had 
Frascatti wine with our dinner and 
everyone was presented with rose cor- 
sages. Then on to Palazzi’s—formerly 
Mussolini's secluded love nest. It was 
quite elaborate—all marble and very 
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modern. On the main floor the private 
swimming pool of his amour has tables 
all around it. Dancing is also held on 
this floor. 


Madrid, Spain 

At the Castellan Hilton Hotel in Ma- 
drid I was very cordially welcomed. 
Wish I could describe my room—should 
say rooms! Had a long entry hall, taste- 
fully decorated; a living room where the 
sofa converts into a big bed at night, 
many lounging chairs about; the bath 
and basin in one room, the toilet in 
another adjoining; the closets in a femi- 
nine powder-dressing room, full length 
mirrors inside each door and scads of 
towels. After dinner I unpacked all my 
things for the first time, did some per- 
sonal chores, then to bed. In Athens I 
puchased a white three piece outfit, 
trimmed in a border pattern of the 
Acropolis. 

The most outstanding feature of the 
next morning's tour was a visit to the 
world famous Prado Museum which 
houses the Velazquez, El Greco and 
Goya galleries. Then to the Royal Palace 
— Palacio Real De Madrid. Built in 
1734, it surpassed in opulence anything 
I have visited in any of my travels. 
Never have I seen such tapestries, por- 
celain, marble, vases of Spanish, Chinese, 
Italian, French porcelain and china, ceil- 
ings with gold designs, one room all 
gold, one all red, one all green, an enor- 
mous banquet hall with a table seating 
300 or more people. One small room 
was all porcelain. 

Back to the hotel where I bathed my 
sore feet! Cleaned up and then down to 
the patio for an elaborate lunch, con- 
sisting of cold soup, gazpacho castellana 
(tomato), fish casserole, shrimp, lobster 
and baby oysters. The chef here is a 
specialist! His name—Angel Caceres! 

In the evening I took the night tour 
of Madrid. We began in the old city— 
narrow street cafes where we mingled 
with the natives at their realls. The sing- 
ing and dancing were all impulsive. 

The following day I wandered around 
town and purchased some wonderful 
Spanish leather — very inexpensive. I 
went up in Spain’s only skyscraper, Edi- 
ficio Espana—25 floors. There for 15 
pesetas one gets a beautiful view of 
Madrid and can observe the elite in the 
swimming pool on the roof. 


Lisbon, again 
Next morning I flew Iberia Air Lines 
from Madrid to Lisbon, where I checked 
in at the Florida Hotel. My friend, Mrs. 
Sa, drove me to visit the National Palace. 


Thirty 


I found it to be a miniature Versailles. 
While the palace is impressive, the 
gardens are more so. We had tea and 
cakes in the kitchen of the Palace. It is 
called “Old Kitchen” and is very famous. 
It is beautifully preserved, with all the 
old ovens and bronze and copper pots in 
such unusual shapes, but the glassware 
looked so modern. 

A side trip I took to Estoril, a seaside 
town about 50 miles from Lisbon, was 
a delightful way to climax what has been 
an outstanding vacation. 

I hired a car with an English speaking 
driver to pick me up at ten o'clock. At 
nine o'clock I had a call from an Ameri- 
can girl with whom I had spent some 
time in Madrid and she decided to join 
me in my trip to Estoril. We rented a 
cabin at the beach and had fun sunning 
and bathing. At one o'clock we drove to 
Cascais, another bay town, where we 
went to a quaint, attractive restaurant 
called Fim de Munde. Then we decided 
to go to the gambling casino at Estoril, 
where we had to show our passports to 
enter. I fared well enough to pay for our 
driver and elaborate lunch with some to 
spare. A nice way to top off my Portugal 
visit. A dash back to the hotel, bathe, 
pack and off to the airport for the Pan 
American flight home on August 20. 

One point I would stress—the langu- 
age barrier. Anyone planning a European 
trip would be wise to know at least one 
other language. French would be good 
anywhere—next Spanish or Italian. 

Now back to my normal existence 
with loads of memories, so many new 
friends all over the world and some 20 
or more excess pounds from the con- 
sumption of all those exotic foods! 





HOW TO CONQUER GOBLINS 
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And don’t worry about Junior. Marty, 
Bonzo and Roly Poly will keep him oc- 
cupied. They’re easy to make. Marty, the 
Monster from Mars, is just a piece of 
crepe paper, cardboard, a few sipping 
straws and a couple of candy cups. 

Sad-faced Bonzo is just a brown paper 
bag from the grocery, a few pieces of 
crepe paper and metallic stars. And Roly 
Poly Moonface is made entirely of crepe 
paper, including his collar and hat, with 
cardboard cutout eyes and mouth. 

Invite these friendly folk to your home 
on Hallowe'en. Let the witches and gob- 
lins galavant outside. Have fun with 
your friends and family on the inside. 





Dates to Remember 


DISTRICT MEETING e 


Southeastern District 
Florida 
Time: November 11-13 
Place: Lauderdale Beach Hotel, 
Fort Lauderdale 


REGIONAL MEETINGS 
Northwestern District 


Washington 
Time: October 21-23 
Place: Olympian Hotel, Olympia 


Northeastern District 


Region I 
Time: October 7-9 
Place: Hotel Syracuse, Syracuse, N.Y. 


Region III 
Time: October 28-30 
Place: Lincoln Hotel, Indianapolis, 
Indiana 


Southwestern District 


California 


Time: October 8-9 
Place: Mayfair Hotel, Los Angeles 


New Mexico 
Time: November 5-6 


Place: Alvarado Hotel, Albuquerque 





ATTENTION ... 
NSA MEMBERS! 


CHANGING YOUR NAME? 


Moving to another state .. . 
another town . . . another street? 


THEN please notify your NSA 
Executive Secretary. 


Miss Helen J. Boyle 

National Secretaries Association 
25 East 12th Street 

Kansas City 6, Missouri 


After correcting her records, Miss 
Boyle will immediately forward 
the information to the circulation 
department of THE SECRETARY. 


Since all address changes must 
clear through National Headquar- 
ters, please do NOT send name or 
address changes direct to the pub- 
lisher. 
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Now Marie's days are fun...yours can be, too ! 











1 In days before TIME-MASTER* came, Marie was in a 
tizzy « Her boss would call her to dictate when she 
was wildly busy + Or keep her overtime. Though 
when her desk was cleared by two he’d never have a 
thing to write or want or say or do. 





2 Then he discovered Dictaphone TIME-MASTER. Now 
she’s heady with joy, ’cause Boss works when he wants. 
She types when she is ready. She doesn’t mind hard 
work, but needless pressure now is done « She finds 
with TIME-MASTER dictation every cay is fun. 





3 Pick up the mike and think out loud . . . Boss works 
that easily! + With clear Dictabelt recordings, it’s as 
easy for Marie to hear each word her boss has said. 
Repeat he never need + Marie controls back-spacing, 
volume, tone and even speed. 











4 No pile-up, tie-up, overtime that doesn’t have to be « 
TIME-MASTER helps them both accomplish more, more 
rapidly + Yowll work much easier, maybe see more 
money in your pay « If you and your boss try dic- 
tation this efficient way. 








*The complete name is Dictaphone TIME-MASTER dictating machine. 


DICTAPHONE...FIRST IN SALES AND SERVICE 





DICTAPHONE 


TIME- MASTER DICTATING MACHINE DICTAPHONE, TIME-MASTER AND DICTABELT ARE REGISTERED TRADE-MARKS OF DICTAPHONE CORPORATION 


OF DICTATING MACHINES THE WORLD AROUND 


* DICTAPHONE CORPORATION, Dept. T-105 

¢« 420 Lexington Ave., New York 17, N. Y. 

* ( Please send me all the facts about how my boss and 
* I can work easier and better with Dictaphone TIME- 
« MASTER. 

* And don’t forget to send, FREE, my copy of Letter 
- Perfect—the 84-page secretary’s handbook. (Regular 
price: 50¢.) 

«WII ok cic suntinisciasnsbigtetiadennotiamaal 
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Yes, my boss and I agree— 
the IBM Electric does more 
for us than any other 
typewriter! 

My job is so much easier 
with my IBM—I flick 

my finger and electricity 
does the work. And because 
it’s easier, my work goes 
faster and better, too. 

Best of all, I’m so proud 
of those distinguished 

IBM letters—the boss 

says they’re really 
boosting our company 
prestige. See why we’re 
both sold on our IBM? 
You and your boss will agree, 
too. For more information 
and a demonstration, call 
your nearest IBM office! 
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“MY BOSS 
AGREES 
WITH 
ME!” 
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OTHER ELECTRICS COMBINED! 








